CREATING AN EZ REQ
(3/2003)

A full requisition must be used if you wish to create a requisition with a
line item that will have: multiple accounting cost centers, multiple ship
to addresses for the same line item, or if a line item unit of issue must be
done by amount and not quantity. Otherwise EZ Req may be utilized.

1. Log In.

1. Enter your “USER
ID”
User D |morthry &«
EEREEEES ¢ 2. Enter “password.”

Fasswiord: |

2. Welcome Screen.
'Y

Inbox
APP
Requisiti
Solicitations
Purchase Orders
Contracts
Catalog Orders
Delivery/Task Orders
BPA Setups
BPA Calls
Documents
Milestones
Preferences
System Setup
System Utilities
FPDS
Tools

Logon II :
3. Click “Logon”

d

button.

Welcome TOM NORTHRUP
You have 16 unread messades inyour [nbox.

Last Documents Accessed:
Reguisition: 0405FR03

\Eeguisitinn:TOME
Regdrsition: 031 3FPR01

Requisition: TOMIESTZ )
Click on
13 a4 2
About VPO PRISM Requisitions.
Product infarmatian.

Compusearch
Online FAR, technical suppor, frequently asked gquestions, and more.

Wb Favorites:
Commerce Business Daily
Electronic Posting System
GEA Debarment

GS5A Advantade!

Once you have clicked on “Requisitions” go on to the next page of this manual.



3. Create Requisition.

Click on “Create
Requisition.”

Requisitions

Create Requisition
Open Requisition

Return to Home

4. Choose EZ REQ

Create Mew Reguisition

' Reguisition

Select EZ REQ then

' Duplicate <
choose “Submit”

© Requisition far Modification

' Regquisition frorm APP

Submit I Cancel |

5. Choose the Requisition #

& System Generated j
' Manual Entry

Create Cancel

Choose the system
generated # from the drop
down and then choose
“Create”.

Once you have chosen “Create”, go on to the next page of this manual.



6. General Information.
EZ REQ Information

Requisition Murmber: PD-38000-2002-0001

Yersion: BASE

Status: In Progress

Stage: Requisition

Hurmber of tems: 0
Total Amount. $0.00
Commitment. $0.00

1. Do not
put in
“Buver”

Feguisition Date

REiguisitioner

Buyer

Primary Product’Service Code:

Qriginating Office

Fayment Office

- [o4rosrz002 &

. [TNORTHRU
©(None)

|PR

L]
i

: ICHEMICAL SAFETY

: .

. |ARCIASDIPRE

2. Enter the
Primary
Product/Service as
“PR.” Just type it

m

Site: ISETUF‘ BUSIMNESS GROUP

Feriod of Performance: |

Delivery Date: I P QR
Diays After Sward: |3':|| OR

< To:|

&

The

Primary Product/Service Code is something that you do not need to Concern
yourself with as a Requisitioner, however, you must put in “PR” for your
requisition to be processed properly.



7. Back to the General Info. Screen
EZ REQ Information
Fequisition Kumber, PD-38000-2002-0001  Status: In Progress  Bomberof ltems: 0
“arsion: BASE Stage: Requisition Total Amount. $0.00
Commitrment. $0.00

Requisition Date: IMIDBIEDDE &

Requisitioner. [TNORTHRU B
Buyer: (Mone)

Primary ProductiService Code: |F'R J
Originating Office: [CHEMICAL SAFETY Ed'rtlJ
Payment Office: [ARCIASDIPRE Edt| |

Site: ISETUF‘ BUSINESE GROUP

Delivery Date: I

o

OR

Diays After Award: |3U OR

Feriod of Performance: |

/4

&

T
| the # of days after award. This is

manual.

2. You must fill in a delivery date or

shown further on the next page of this




8. Days after award

Main I

ltems

General Infarmation
Yendars

5

1. Be sure to fill in the # of
days after award OR a date
OR the period of
performance of it is a service

Supporting Docs DelivewDate:I 7 DR
Farm Infao
Days After Award: |20 OR

2. You may also use
the calendar icons to
fill in dates.

Yalidations o
FPeriod of Performance: I “ TD:I W

Foute History

ﬂl J defaults in. Ifitis

correct then leave it

alone, if it needs to

Statug——" .

wotind INvoice hip To: [ACCESS BOARD Edt| 4——— | Note how “ship t0”
Approver/ hark For coptiokal:

e
COR must

N2Vl he entered. Organizalign |CBE|

Retur Invoice ApproverCOR |T'J1E

be changed, then use

PerformanceStartDate |

the look-up feature.

Ferformance End Date |

~ Credit Card Vendor |
9. Continuation of above

Select Accounting Code; | Alas.. [ A Combo...

Treasury Symbal |CEBIS50SMEBE
Fiscal vear [2002 €

UsSGL [§10001

CostCode [CEB0904000

Object Class [2611 <

This screen is a
continuation of
the one above.
You will need to
fill in these four
fields.

Reporing Categary |UUUUUDDD

Cat_B_Appr |}<}<}{

Cohart [#¢

Project [ooo00000

e e e L L e

If the ship to address and invoice approver/COR are correct then go on to page 11 of this
manual, for instructions on the accounting feature. However, if you want to edit the
shipping address then go to the next page of this manual for instructions.



If the shipping address needs to be altered, in anyway, to increase the accuracy of the
delivery process than follow the steps below:

9a. Editing the Shipping Address

e|f A Wi ey Iele Cancel | Convert To Full | Renumber

EZ REQ Requisition Mumber, ©SB-08030-03-0007  Status: InProgress  Mumber of ltems: 0
"""" - Wersion: BASE Stage: Requisition Total Amount: $0.00
: Commitment: §0.00
I fain I
ltems Genera
Wendors Requisition Date: |03/122003 <
Supporing Docs
e Reguisitioner: [TNORTHRU B
Farm Info I J
- [TNORTHRU
validations Buyer.
Route History Primary Product’Service Code: | J
Status History Qriginating Office: | Ed“lJ
Matifications Payment Office: | EdﬁlJ
Crwnership Site: |BPD PROCUREMENT J
Mavigator

Return to Home Delivery Date: | & oR
Days After Award: I QR

Period of Performance: | @Ta:l &
Ship To; JPUBLIC DEBT- PKB t] .
Mark For {optional): | it J

Click “Edit” and NOT
the look-up button.

Go to the next page of this manual.



9b. Blank Shipping Address Screen
EZ REQ Information

Reguisition Momber: C3B-05030-03-0007F  Status: InProgress  BMumber of ltems: 0
Warsion: BASE Stage: Reguisition Total Amount. $0.00
Commitment. $0.00

Code: Select ..

MHame:

Address:

_—
//

Choose “Select” to
choose the shipping

ity
State:
Zip: |

Country: I—
|
|
|

|
|
|
|
|
|
:_ address you wish to edit.

Phone:

Fax

Email:

b ain Content

Submit | cancel I

9c. Selecting the Address
[

ShipTo«

Addre ction
sgarch;|CUde | Fgr;lpublic dehf Display I Cancel |
hax Results.lmﬂ ‘I *ults perPage.Im hé

Code ama Address 1 Address 2 Address 3 Address 4 City State  Zip

ACCESS BOARD CCESS BOARD 1331 F STREET, Nw/ SUITE 1000 WASHINGTON  DC 20004-1111
ADMIN RES CENTER ANMIM RES CENTER BUREAU OF THE PUBLIC DEBT P.O.BOX 1328 PARKERSBURG YW 26106-1328
ARCIASDIASE ARCIASINASE 200 3RD STREET UNB - 8TH FLOOR FOBOX 1328 PARKERSBURG YW 26106-1328
ARCIASDIDO ARQASDIDO 200 3RD STREET UNB - BTH FLOOR FOBOX 1328 PARKERSBURG YW 26106-1328
ARCIASDIFME ARCRSDIFME 200 3RD STREET UNB - 8TH FLOOR FOBOX 1328 PARKERSBURG YW 26106-1328
ARCIASDIFRB ARCIASIMPRE 200 3RD STREET UNB - BTH FLOOR FOBOX 1328 PARKERSBURG YW 26106-1328
ARCIASDITSE ARCIAJDITSE 200 3RD STREET UNB - BTH FLOOR FOBOX 1328 PARKERSBURG YW 26106-1328
CHEMICAL SAFETY CHEMICWL SAFETY 2175 K STREET, My SUITE 400 WASHINGTON  DC 20037-1809
COMM OMN CIMIL RIGHTS COMM ON CWIL RIGHTS 624 NINTH STREET, NW SUITE 510 WASHINGTON  DC o 20425
COMMUNITY DEVELOP  COMMUNIY DEVELOP 601 13TH STREET MW SUITE 200 SOUTH WASHINGTON  DC 20005

hlext Page10f10  (Too mandesults: Only 100 retrieved. Use Search options to limit results.)

Use the search criteria to find the
desired address. Then go to the next
page of this manual.

Country
us
us
us
us
us
us
us
us
us
us



9d. Selecting the Address (continued)

Ship To Office Address Selection

1. Click “Display” to view

Search:[Code =] For: [public debt cancs | your choices.

MaxResu\tS:l"UU | Results perPage:|1U 'I

Code Harme Address 1 Address 2 Address 3 Addres= 4 [City State  Zip Courtry
FUBLIC DEBT-DC  PUBLIC DEBT-DC  ATTHM: ROBERT REID 989 E STREET My ROOM 301H WASHINGTOM DG 20004 US
PUBLIC DEBT-EEBH PUBLIC DEBT- PKB BEST WAY-WAREHOUIEE ATTEMTIOM: JOHM HUGHES 143 19TH STREET PARKERSBURG YW 26101 US

2. Select the shipping code.

9e. Editing the Address

EZ REQ Information
Requisition Mumber: CSB-05030-03-0007  Status: In Progress  Mumber of tems: 0
Wersion: BASE Stage: Requisition Total Amount. $0.00
Commitment. $0.00

Ship To Address

Code; IF'LJEILIC DEBT- PKB Select... I

Mame: IF'LJEILIC DEBT - PKB

Address: IEIEST WAYWAREHOLISE

[ATTENTION: JOHN HUGHES Tt pulls up the default
|1 40 19TH STREET information. However, you can
change this information so that
I it gives better instructions to the
City [PARKERSBURG procurement staff and vendor.
ot IW— g(ol ntZ atfe next page of this
Zip: |26101

Country; IUE

Phone: [304-480-5322

Fax |

Email: |

Subimit | Cancel I




9f. Changing the shipping information
EZ REG Information

Reguisition Mumber, CS5B-05030-03-0007  Status: In Progress  Mumber of ltems: 0O

Yersion: BASE

Stage: Requisition Total Amount: $0.00
Cammitrent. $0.00

Ship To Address

Code: IF'UEILIC DEBT- PER

Select. .. I

Marme: IF'UEILIC CEBT - PKB

1. Ichanged “John” to “J.” and
“Street” to “St.” to demonstrate some

Address: |BEST WAY-WAREHOUSE /

alterations.

[ATTENTION: J.HUGHES K

[14919TH st

[Tom Marthrup, UNB 4

City. |PARKERSBURG

State: I"J'W

Zip: |26101

Cauntry: IUE

2. Also, I added my personal
location so that I can be located
quickly if the item is somehow
misplaced.

Phone: |304-480-5322

Fax |

Email: |

3. Choose “Submit”. Go to
the next page of this manual.

ﬂbwbmﬂ I Cancel |




9g.

EZ REQ Information

10

Caorvert Ta Full

Renumber

Requisition Mumber:
Yersion: BASE

C5B-05030-03-0007

Status: In Progress
Stage: Reguisition

FHumber of tems: 0
Total Amount: $0.00
Commitment. §0.00

al Information

Requisition Date:
Requisitioner;

Buyer:

Primary ProductiSemice Code:

Qriginating Office:

Fayment Office:

Site:

|ny12unn3 G

[TNORTHRU

[TNORTHRU

| "
| ca |
| cal_|

IEIF'D FROCUREMEMNT

i

Moy
Delivery Date: I N7 OR
Davs After Avvard: I
Period of Perfarmance: I ‘:i’r" Ta;

The address appears
the same as always,
but it will print our
corrections on the

&

Ship To: [PUBLIC DEBT- PKE

form.

Mark Far (optional): |

Crganization |

o

Invoice ApproverfCOR |

Go to the next page of this manual.
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10. Whatever Accounting fields are entered at the Main level will default in to the line
items. They can still be edited at the line item levels as needed.

You must scroll down the page a little to see this screen.
Requisition Mumber. BPD-11000-02-0003  Status: InProgress  Mumber of It

EEREQL Yersion: BASE Stage: Regquisition Total Am

TG I Cammitt
ltems etal Information
vendors Default Accounting Information for New Jtems The ﬁrsj[ five
Sl S Select Accounting Code; | AliEs. AIC Combio... Efli(:iglsn&rlliL
;:Irir;alt?uia Treasury Symbol | N QT default in
Route History Fiscal Year | g;g; tgzn of
Status Histary UssGL [B10001 USSIC)}L.
Motifications Cost Code |
Sl Object Glass |
Mavigator

Reporting Category |UUDDDDDD

=
i
Cat_B_Appr |}<}<}{ J
H
-

Return to Home

Cohort [

Project [FO00000

11. Items
Wiew Form
3 Infarmation
EZ REQ Reguigtion Mumber: PD-38000-2002-0001  Status: In Progress  Mumber of fems: 0
""""""""""""""""""" Yersion: BASE Stage: Requisition Total Amount. $0.00
Main Commitment: §0.00
I Iterms I
Wendors ftzrm mber  Description Option ke Ststus Quantity Amount “ersion

Supporing\Docs
Farm Info
YWalidations
Route Histo

Status Histo

1. Click on 2. Click on
“Ttems”. “Add”

Muotifications

Crwnership

Mavigatar

Return to Home

After you have clicked “Add” go on to the next page of this manual.



12. Fill in reiuired fields (descriﬁtion, iuantiti, unit of issue, and ﬁrice)
ltern Mumber: |1

12

Description:

Dell computer model X23FG23

Cluantity; |2

LInit of Issue:

Bl

«
I

description

1. Fillina

2. Fill a “Quantity”

Linit Price: |B':”:I

AN

Amount. |1600.00

3. Fill in a “Unit of Issue”

Product/ Service Code: IF'R
Accountable Property, ¥

I

4. Fill in a “Unit Price”

USSGL Trans Code: |[Commitment

I

“Commitment”
Defaults in.

You must scroll down the page a little to see this screen.

13. Submit

TEETT

7T

UgseL 610001

J OPERATING EXPEMSE!

CostCode |C5B0904000

TAYLOR

Object Class 2611

K J GEMERAL SUFPLIES

Repotting Categary |UUUDDDDD

1

Cat B_Appr I}G’\'}’\r

JDEFAULT

Cohort [#

JDEFAULT

Project [H0000000

JFUTURE USE

Future 1 [FO000000M

JFUTURE USE

As needed, you
may change
any accounting
information
that deviates
from what
defaulted in
from Main
(e.g. “Object
Class”).

Future 2 [R0000008

|
"'IFUIUF’\E OE

Click

Once you have clicked “Submit” go on to the next page of this manual.

Subimit ﬁa |

“Submit.”
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14. Suggested Vendors

EZ REQ Informatio rf

Murmber of tems: 1
Stage: Requisition Total Amount: $30.00

Feguition Mumber: N-007 Status: In FProgress
EZ REQ f _ d
............................. Varsion: BAS

i Cormritrment: $30.00
Iterms
I Yendors Select  Code
Supporting Docs
Farm Info 2 Click on
Validations “Add” ifyou
it by iy know the vendor
Status History 1. Click on you are suggesting
Motifications “Vendors” is already in the
owhership “Prism” Database.
. Click on “Add
M avigatar .
Temporary” if
Return to Home they are not

If you are not sure if the vendor is in the database, then click “Add” and search for
the vendor. If you find them, then click on the link to that vendor. However, if you
do not find them, then click on “Cancel”, when you are returned to the screen
above, click “Add Temporary” to put the vendor in temporarily.

Here is where to click “Cancel” if
you do not find your preferred
vendor.

15. This example below pertains to when the vendor is already in the database, so we
clicked “Add” to see the screen below, and then we hit “Next” a few times to get to
Verizon.

Wendar Selection

Search:lCDdE = For:l
Results per Page: |10 ¥ MaxResuIts:lmU 'I

Dizplay | Cancel |

Code Marne Contact Hame Cortact Fhone  TIN OUNS CAGE  Address 1
SP123 SAMMY SPADE DIMMER HOUSE Sammy McKinney 480-555-1234 123123444 1000 12th Street, W
VR SYLVESTER
TEMPYEN TEMPJVER - 2222222323 222222222 22272 here st
TEXACO TEXACO MASTER
TINKNUMBER PRISMYENDOR 100100100 500900300 1 POINT PARK
TROO1 THINGS REMEMBERED 1100 GRAMD CENTRA
TSD THIRD STREET DELI
UP333 UPS Sammy McKinney 480-555-1234 999588777 9898 5. Tth Street
WE5555 ‘. YERIZOMN 2820800000 STATE STREET
Click on the vendor you want
ﬂl Page 4 of 4
to choose.

Once you click on a vendor go on
to the next page of this manual.
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16. This example pertains to when a vendor is not in the database, so we clicked “Add
Temporary” to see the screen below. Fill in as many fields as you know.

Mame: |C|:|5tume Designers

Contact Mame: |E|Db

Address: [123 Street

|
|
Crity |Parker5burg
State: I't"W—
i Im—

Country: |USA

Phone: |(304)555-0000

TR J1111111111

DUMNS Murmbet: |1111111111111

CAGE Number: |

TRIM: |

MHotes: :l

Libamit Cancel |

Click “Submit”
when all
information is
entered.

If you already chose a vendor in the database, then go on to the next page of this manual.
Likewise, if you input a temporary vendor, then go on to the next page of this manual,
after you click “Submit”.
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17. Back to Vendor Screen
Delete | Add Temporary | Edit Tempoarary

EZ REQ Information

Reguisition Mumber: 00-007  Status: In Progress Bumber of tems: 1

EZ REC . .
""""""""""""""" Wersion: BASE Stage: Reguisition Total Amount. $30.00
Mair Commitment. §$30.00
et Wandaors
I Wendors I Select Code MName Phore
Supporing DQes Il TO0OO00361 Costume Designers {304)555-0000
Farm Infa
Validations
Raute Histary 1. Here is our vendor or

Status Histony temporary vendor.

Hotifications

Cvwnership

2. Click “Supporting

Documents” and follow the
Return to Home indications below.

-A justification (sole source documents and statements of work as necessary) should

be added as an Attachment, the following print screens will illustrate (IF THE

JUSTIFICATION IS SHORT THEN IT CAN BE ADDED TO THE FIRST LINE

ITEM’S DESCRIPTION).

Mavigator

18. Supporting Documents

EZ REC Information

MHumber:

ng-oo07

Status: In Progress  Mumber of tems:

EZ REQ

------------------------------ ersion: BASE Stage: Reguisition Total Arnount: §0.00
i Commitment
ltems
Vendors
Supporting Do 2. Choose
Formm Info — : “Add”
i 1. Click Add
alidations .

“Supporting

Route Histary Docs”

Status Histary

Hotifications

Criniership

After you click “Add” go to the next
page.

Mavinator

Return to Home



& attachrnent

' Supporting Document

1. Leave
“Attachment”
selected.

16

w AftachmentSupporting Docurme

2. Choose
“Submit”

20.

Submit I Cancel |

Subject:

|Statement ofiwiork

1. Type in a subject; this is
the only required field on
this page.

Attachment Mumber: I

Aftachment Sequence: |

Approver:
Approval Date:

Author: |

Exception: I 'I

Required? [T

File Mame: I

2. Click here to begin
looking up the file name

Cescription (up to 32,000 characters):

Subomit | Cancel |

History:

Click “Browse”; then go to the
next page of this manual.

Select file to upload: I

Browse. .. |

Submit I Cancel I
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CheckIn

Selectfile to upload: Browse. .. |

Submit | Cancel |
Chooze file EE2
Look ir: | 4 112502 _ﬂ - Bk EE-

Amnendment-0003.00C
i Amendment-0007 odf

Type: Microsoft Word Document
Author: thomas nortkhrup

) EIL'E Egl S 'EBDNTHDL N 1. Find the document you
B need.
[

by Documents

2. You may double click the file name or click
“Open” once the file is selected in blue to get the
file path to fill in the blank space.

File name: I.ﬁ.mendment-DDDS.DDE j Qpen

by Metwork P
Files of type: |,-’.'-.II Files [=.%] j Cancel |
g

CheckIn

Select file to upload: |C:1EF'51ru1ike Cundifi11250204mendment Browse... |

Once the file path and name have filled in —— | submit | cancel |
as illustrated just above, then choose
“Submit”; go to next page of manual.




18

Subject: |Statemem af Wark

Attachment Mumber: I

Attachment Sequence: I

Approver:
Appraval Date:

=]

Authar: I Choose
Exception: I_Ll “Submit”
Required? [ once more.
File Mame: |Armendment0003.00C Detach..._|
Description {up to 32,000 characters): ﬂ
Submit | Cancel |

Histary: ﬂ

| -
25.
EZ ormation
E7 REQ Requisition Mumber: 00-007  Status: InProgress  Number of ltems: 0
"""""""""""""""""""" Wersion: BASE Stage: Requisition Total Armount: $0.00

Main Commitment. $0.00

lterms

Wendors Attachments

I Supporting Docs I Select  Subject Required Approwed  Attachment Murmber  Locked  File Mame f Exception “ersion

Form Infa Il Statement of Work M M Amendment-0003 .00 BASE

Yalidations

Route History

Status History K K j

e Here is the file, which is

Qwnership hyper-linked, if anyone clicks

Mavigator on it they will be able to see

Return to Home the file.
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26. Validations.

tdain
ltems

Wendors

Foarm Info

Supporing Docs

% EZ REQ Information

EZREQ

Requisition Mumber, PD-38000-2002-0001  Status: In Progress  Mumber of fems: 1
Yarsion: BASE Stage: Requisition Total Amount: §1,600.00
Comrmitrnent: §1,600.00
st

validations
MNo Errors Found

| validations

| «—

Route Histary
Status Histary
Motifications
Owetiership

Mavigatar

Return to Home

Click
“Validations.”

27. If you do receive an error while in validations, a screen like this will appear with
hyperlinks to where the error occurred and its description. Click on the link and fix the
error(s) and then re-validate until the document is error free.

Error Messages

Location Message

lterm: 0001 Sum of guantities for delivery locations must be same as ling item quantity
lterm: 0001 Sum of amount for delivery locations must be same as ling item amount
ltern: 0001 Product code is required

ltem: 0001 USSGL Trans Code is required

ltern: 0001 Invalid Account Code Combination - CSB38505E02-04-2002-610001- - -0
lterm: 0001 Invalid Account Code Combination - C5B28505E02X:-2002-610001---0
lterm: 0001 Invalid Account Code Combination - C5B38505E02X--2002-610001---0
Total Errors: 7

After you receive “No Errors Found” then go on to the next page of this manual.



28. A/C Check
E7 REQ Information

20

Feguisition Mumber: AR-38000-2002-0002  Status: InProgress  Mumber of ltems: 12

YWersion: BASE Stage: Requisition Total Amount. $,
W ol

Error Messages

Location Message

ltem: 0001 Invalid Account Code Combination - CSE38505E02X - 2002-610001-C5EI

W

Total Errors: . 1. If you ever get an error like this you need to
dynamically insert this new Accounting Code. |

Lacehesk | [ Clickon “A/C Check”

29. Dynamic Insert

Cywnamic Insert

Account Code Status Message

MEYY Request Posted

Hefresh Done
gL

30. Successful Dynamic Insert

Dynamic Insert
Account Code  Status Message

. 4

Click on “Refresh” until you see
the screen below appear.

SUCCESS Mo error message from OC]

Note how the
“Status” has

changed from
“NEW?” to Refresh | Dane |

“SUCCESS”

Once you click “Done” go onto the next page of this manual.

Click “Done”
to complete
the dynamic
insertion.




31. No Errors
| &

Supporting Docs
Faorm Info

Validations

Foute History
Status History
MNotifications
Chnership
IMawi gator
Return to Home

32. View and Print Form

EZREQ

MAain

ltems

Yendors
Supporting Docs

| Form Info

Validations
Foute History
Status History
MNotifications
Crwnership
MNawigator
Return to Home

21

E/ REQ Information
Fequisition Mumber AR-28000-2002-0002 ¢
YVersion: BASE

rr Found

You should receive “No
Errors Found” at this point
and you can now view the
document and print it, if
necessary.

evi Form | Change Form

ES REQ Information
Fequisition Mumer. AR-38000-2002-0002  Status: |
Yersiqgn BASE

6. Consignee and Degtination: System Calculate

Print Ship To! With Each iiine {for multi qnlel

2. Click “View

1. Click on Form Info.

Form”, after which

go to the next page of
this manual.
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33. Open Form to Print It

% Jiew Form | Change Form

EZ REQ Reaq
"""""""""""""" -

i 4

hain _Iﬁ Y'ou are downloading the file:
Iterns 97739199.fdf from clonedb. arcdmz. bpd. treas. gow
Vendors RE
Suppor‘[i ng Diacs 6. Would you like to open the file or zave it to pour computer?
Eorm Info Eril Save | Cancel | taore Info |
Validations ¥ Alwaps ask before opening this bpe of file
Route History pen | e Foider || Cancel |
Status History
Motifications |
Owmership Click on “Open”, an Adobe document will

_ appear, which can be printed. It is attached
MNavigator to the end of this manual. You must have
Return to Home Adobe Reader installed on your PC.

34. Return to Main & Approve.

EZ REQ Information

Self Approve

2. If you

EZ REQ Requisition Numper: FD-38000-2002-0001  Status: In F'ro_grpfss Mumber of tems: 1 have self—
——— version: BASE Stage: Requisition Total Amount. $1,600.
I w Commitment §1600| approval
e authority,
lterns General Information click on
Vendors Reguisition Date: ID‘UUBIQUU? & “Self
Supporting Docs _—
Requisitioner: |TNORTHRU »
Farm Info Buver: (Nong) B Approve.
e Primaty ProductiSemsg Code: PR J If not, you
Foute Histary : must route
: Originating Office; |CHEMICAL SAFETY 1. Make sure you the
Status History are in the “Main”
o Payment Office; |ARC/ASDIPRB Tab document,
Ownership Site: [SETUP BUSINESS GROUP - which is
Mavinator explained
T
Return to Home Delivery Date: | G oR in Routing
Days After Award: |3U OR Manual
Period of Performance: | & TU:I &

There is only one “Approver.” He or she is the person authorized to
approve/commit funds. All others are “Reviewers.” Therefore, the “Approver”
should be last in the routing order. See the Routing Manual to learn about routing.
Once you have read the above go onto the next page of this manual.
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35. Approval Password
EZL REQ Information

Requisition Mumber: PD-38000-2002-0001  Status: In Progress  Mumber of tems: 1
Yersion: BASE Stage: Requisition Total Amount 3

................................................................................................................................. P as Sword .
Approve Document

Self

Approval Password: | -

2. Click
Camments (up ta 2000 characters): = the “Mark
Approved”
button.

| Maﬁ.&pprwed ICaru:ell




